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Welcome!

Get ready to explore the possibilities of Apple’s trio of productivity software for word pro-
cessing (Pages), spreadsheets (Numbers) and presentations (Keynote)! If you have ex-
perience with MS Office, you have used similar programs before. These three programs
provide the ease of use, adaptability, and features you and your students need. Because
all three programs now come in versions for Macintosh computers, iOS devices (iPad, iPod
Touch, iPhone) and web-based (through certain web browsers on Windows, Chromebooks
or Macs), you have access to all three programs wherever you are. Because the documents
you create are stored on the iCloud service, they are retrievable on whichever device you
are using at the time. Perhaps one of the best features of using the iCloud suite is the ability
to work collaboratively - envision working on a classroom project with students from another
school or even across the country!

Word Processing utilizing Pages is more than just typing. As we all know, communication is
often more effective by incorporating photos, graphics, charts, etc.; Pages has the ability to
do this, quickly and easily.

Spreadsheets are often just columns of data, but Apple’s spreadsheet program, Numbers,
makes the creation of charts, checklists, and interactive graphs doable, even for elementary
learners.

Creating a presentation with Keynote is similarly simple. Prebuilt templates (available for all
three programs) helps you create a polished, professional slide show.

Welcome to the course! | hope you find it beneficial, and soon Pages, Numbers and Key-
note become a useful and often-used part of your classroom!

Introduction

Background and
Directing Reading

-—/ Tutorials —" Projects

Pages

= [ | oo |

Numbers

iCloud (Collaberation)

) [L ‘ Tutorials }—" Projects
-

Keynote
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About the Course

This course is presented in a ‘directed example’ model. At the end of each section is a series
of projects designed to demonstrate the major features of each of the elements of iCloud.
Preceding the projects are tutorials on the features to be explored, as well as background
and general information about each app.

In most cases, teachers and students will use a mere fraction of the elements and features
possible in each app. Rather than producing a comprehensive tutorial on each aspect of
Pages, Numbers and Keynote in each of the three permutations (Mac OSX, iOS and web-
based), | chose to focus on the most commonly used elements of each. You are certainly
welcome to more thoroughly explore features and techniques not explicitly covered in the
course.

Many of the elements available in one app are available in another. Rather than repeating
information three times, | have designed the course trusting you will recognize the redundant
features, as well. For example, the process used to change the text style in a Pages docu-
ment is the same for a Keynote presentation. As the process was already covered in the sec-
tion on Pages, it will not be covered again in the section on Keynote. This approach keeps
the lessons focused and the learning curve for each app to a minimum.

Please scan the materials to familiarize yourself with the sequencing and flow of the course
before beginning any of the assignments. Knowing what lies ahead will help you achieve
maximum benefit from each individual assignment and the course, as a whole.

Per FPU policy a minimum of one week per unit of study (three weeks, in this case) must
transpire from your date of enroliment to the date your completed coursework is returned to
me for evaluation and grading.

All grades must be submitted online to the university. When you have completed the course
(shared all completed assignments and sent the links to the instructor) you will need to
request online grading. To do so, please follow the directions found at the end of this workbook
describing the process. Remember to request online grading when you submit your final
assignments but no sooner, please.

Kindly allot me sufficient time to review your work and submit your grade to the university. Per
FPU policy | am allowed up to 10 business days to accomplish this, though it rarely ever takes
me that long unless | am out of town. Once | have reviewed your work and submitted your
grade to FPU | will email you notification that your grade is in FPU’s hands, awaiting posting
and follow up with a note, surface mailed to your home, indicating your grade in the course.

You will find a link to the full course syllabus on the companion website.
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A Note About Flavors

As you will soon learn, there are three interconnected versions of Pages, Numbers and Key-
note. In the computer world, slightly different versions of the same piece of hardware or soft-
ware is often referred to as ‘flavors’. That makes a total of nine flavors, which this workbook
attempts to cover. Depending on what type of devices you have access to, you may be using
one or more flavors of these programs.

Each of the three permutations of Pages / Numbers / Keynote have the ability to save and
share files through Apple’s iCloud service. If you read Apple literature about iCloud, it touts
the simple, direct ability of these programs to share documents not only between different
devices owned by the same person (using the same Apple ID - more about that later), but
with other collaborators as well. This method for real-time collaboration involves the use the
web-based (iCloud) versions of Pages / Numbers / Keynote. With these apps, documents
exist exclusively on the iCloud storage service, and take advantage of the constant two-way
communication of the internet.

The Mac flavors boast some power features which the web-based and iOS flavors lack. The
iOS flavors are designed for maximum effectiveness with smaller touch screens. Whether
used to create documents for an individual or a group, | think you will find Pages / Numbers
/ Keynote to be useful, productive and empowering tools for your classroom.

Software Platform
Program or App The device that runs the program / app

Web-based
also called iCloud or iCloud beta
(Macs, Windows, Chromebooks)

—»‘ iOS only (iPad, iPod Touch, iPhone) ‘ — > Q
\ / iCloud Storage
and Collaboration

[ Macintosh Desktop or Laptop J

Numbers - Spreadsheet

-
—_

Keynote - Presentations
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TEC 990 Companion Website

An essential and integral part of this course is the companion website (the URL appears
below). Within the site are links to readings, learning resources, and course assignments.
Links to Apple ‘Help’ pages covering iCloud, Pages, Numbers, and Keynote provide a level
of expertise and detail that is current and relevant.

On the course’s companion website are links to shared documents where you can see, first-
hand, how collaborative documents work. As part of the course, you will participate in adding
content to several documents shared with students from across the country, and possibly the
world!

www.icloud.steveyoungfpu.net

| C |
About this Cour

oud: o

wrse  Technical R ments  Enroll  lcloud.co

) |
{0} 2. £23

£~ || @ iCloud Shared Docume...

s Help
v Pagev Safety Tooksv @

iCloud Course Shared Projects

Glick or tap a project to open in your web browser (Mac or PC) or i0S device.

Click / Tap here to
download the course

syllabus: It contains
important information.

Pages Numbers Keynote

RESOURCES INTRO HOW-TO COURSEWORK SOCIALIZE CONTACT
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Sharing a Document - Web-based Collaboration

Shared With Me
Shared spreadshests you've opened:

two columns

Shared Pie Chart
Shared by iCloud Student

Collaboration means that two or
more people are actively work-
ing on the same document at the
same time.

If you have access to a web
browser, (not on an iOS device),
working collaboratively with an-
other person (or even a group)
can have real advantages. Col-
laboration features include a list
of all people currently working
on a project, as well as cursors
and selections for each person
editing a document. Clicking on a
name from the ‘Shared With Me’
list allows you to Instantly jump to
a collaborator’s cursor.

-
Shared by TEC Student

In the web-based Pages / Numbers / Keynote, ac-
cessing a shared document (one that has been
shared with you) is done through the Sharing icon.
Click the icon and a list of shared documents will ap-
pear, along with the name of their owner. Click the
relevant name to open the document. If you wish to
remove the document (it will not delete the owner’s
copy), click the X to the right of the name.

I am certain that my fellow Americans expect that on my
induction into the Presidency 1 will address them with a
eandor and a decisi
people impel. This is preeminently —
the time to speak the truth, the whole truth, frankly and
boldly. Nor need we shrink from honestly facing

the present situation of our

conditions in our country today. This great Nation will S—

convert retreat into advance. In every dark hour of our

leadership of frankness and vigor has met

Above, an illustration of a Windows user (on Internet
Explorer) collaborating with a Mac user (on Safari).
Note the highlighted text, color coded by user.

While working collaboratively, you will be informed if
another person has opened the shared document.
Clicking on the Sharing icon will show a list of every-
one who is viewing the document.

columns™?

all your devices connected to iCloud.

Are you sure you want to delete “two

This spreadsheet will also be deleted from

Cancel Delete

If you are the owner of a shared docu-
ment, deleting that document will also re-
move it from any other devices, including
people whom you had shared it with.

available.

This spreadsheet is no longer

If the document was being shared when it

TEC Student deleted the spreadsheet. is deleted, third parties will receive a mes-

sage informing them of the deletion.

Close
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Exporting

All three versions of Pages, Numbers, and Keynote have the ability
to export documents in a variety of formats. The most common may
be PDF format, creating a ‘read only’ document easily viewed on any

Page 30

computer or tablet. Documents can also be saved as Word, Excel or

Powerpoint documents to be used by Microsoft users. In iOS and web-
based versions, the export is performed via email, or placed in a shared

Locations
iCloud Yy
Drive L

L
Dropbox S

location: iCloud, Dropbox, or Google Drive.

@ Numbers Iig Edit Insert Table Format Arrange View
hboe New... £
1258~ Open... ®O . =al T
View  Zoom Open Recent P f[la Table Chat  Text
=+ Close ®BW
| Save #S |
Duplicate T+#S
Rename...
Move To...
Revert To >
Export To » PDF...
Excel...
Save as Template... csv
Advanced »  Numbers '09...
Set Password...
Print... =P

More e
iOS /iCloud
M
Share
Share Link via iCloud
|'T_"| Send a Copy

(fi‘..\ Open in Another App

Choose a format to send via iCloud Mail.

Pages PDF Word ePub

Importing files (ie an Excel spreadsheet, as shown in the graphic below) into Pages, Num-
bers, and Keynote is also possible. In OSX, simply choose Open from the File menu and lo-
cate the file you wish to import. In the iOS and web-based versions, files need to be imported
via an email attachment. iCloud Mail is used to import files into web-based Pages, Numbers,

and Keynote
€ Inbox (1) N

From: Steveyoungfpuniv

To: suptkl2.co.us

School Budget FY 15-16 Workbook1.xlsx Lﬁ
May 22,2015 at 3:10 PM
School Budget AirDrop.
Q
E

Open in Numbers

ece® < [in] & Apple Inc. wwwicloud.com/#mail 4 ol =1
Google AGL Wikipedia News v
iGloud Blank b
iCloud Mail v Q B W B I Seev @
£ Inbox
Steveyoungfpunive B Re: test
ST VIP Re: test minute PM @
~———Original Message----- From: Steve Young From Steveyoungfpuniv More
[ Dratts <yngfhs@icloud.com> To: Steve Young FPU
~—Original Message-——
<7 Sent From: ing <yngfhs@icloud.com>
. To: Stave Young FPU <steveyoungfpuniv@aol.coms
& e Test Sent from my iPad St gl At ol
Lkl Subject: test
'ﬁ' Trash
™ Junk Workbook1
38.29 KB
I
Folders =HiR
Dowrload ~ Open in Numbers
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Saving a Document

In the web-based and iOS versions of Pages, Numbers, and Key-

note, documents are automatically saved and named, based on g;’.l?per
which template was used when the document was created (ie,

if the ‘Bold Type Letter’ template was used, the resulting Pages
document will be named ‘Bold Type Letter’). The thumbnail pal-
ette includes name, date and a small image of each document.
Clicking / tapping on the name will enable you to change the
name of the document. If a wifi or direct internet connection is
not available when working on a document, the app will send itto
your iCloud the next time you connect to the internet.

Bold Type Letter
Today, 11:49 AM

If you edit a document on more than one device before saving it to iCloud, the edited docu-
ments will conflict. To avoid conflicts, make sure your edits are saved to iCloud before editing
the same document on another de vice. If you do get a conflict, you can choose to preserve
any or all of the documents that you edited.

You will be notified when a document is being updat- Y Your document was updated.
ed to its most recent edition due to a change made : |% It was last edited on Steve's Mac Pro today
by another and/or on another device. =5 at 12:19 PM. Your browser will display the

updated document.

Duplicate a Document

Deleting documents is a simple and easy process - right-click (or Control-click) the thumbnail
of a document and select Delete Document. In iOS, tap the Edit button while looking at the
document browser (the thumbnails will jiggle) then tap the thumbnail of the document. A blue
border will appear around the selected document(s). Tap the Trash Can icon to delete, then
tap Done. When deleting a shared document, make sure those you shared it with are aware
you are about to make the deletion, as it will disappear from their iCloud collection (unless
they made and saved their own copy).

OSX/iCloud i0OS

Downrload Document... i 1 Document Selected Done

Duplicate Document

Delete Document ]

If you wish to copy an existing document or -
keep a shared document as your own (no
one else can delete it), click the Duplicate

Document option in OSX and iCloud or tap
the [E3]] icon in iOS. v B0
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Printing a Document

Printing is pretty straight-forward. In OSX, choose Print from the File menu - a printing win-
dow will appear where printing options can be set. In iOS, tapping the Tools icon evokes the
Print button; tapping it shows the printer options.

Printing in iCloud begins with the same process - tapping the Tools icon reveals the Print
button. Tapping the Print button creates a PDF of the document and displays the PDF for
printing. On a Windows computer, the file is opened in Acrobat Reader (or the default PDF
reader). The PDF can then be printed in the normal fashion.

OSX iCloud
e0e il Types of Charts
1~ 65%~ il 2 P |
| View Zoom Formula Table Chart Text Shape Media Comment Share Tips Format Sort & Filter
Print Setup
Workbook1
Printer & Page Size
Any Printer B
US Letter &l @ Settings | 4
Page Orientation
Download a Copy
o
Send a Copy
Lo
< ~—
8.5 x 11 inches Print
‘Content Scale v Fit
B Go to My Spreadsheets
_— 72% )2
Repeat Table Headers
Page Numbers
© Continue from previous sheet Your PDF is ready to print.
") Start at: 1|z
Print: () This Sheet
[ ] All Sheets Workbook1
Done Print...
Cancel Open PDF
iOS
Tools
‘ Transitions and Builds . .
{ Tools  Layout Options { Back  Printer Options
Q) Find
D Presenter Notes EQ 1B Printer HP LaserJet 400 M401d...
= Presentation Tools (& | i)
ange All Pages
| - A T
{B Settings
=
= SsetPassword ﬁ Print Builds ¥
Fr—
™ Double-sided o) E )
— 2 Print Backgrounds il b
7 Print 5 ’L@
Next
7 Help Print
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The Pages User Interface - OSX

As most of you have used a word processor before, you are already familiar with the basic
features and functions of Pages. Here is the basic layout of the program and its controls.

Menu Bar — > @ Pages File Edit Insert Format Amange View Share Window Help

Title Bar — so0e@ 7 FDR address
: — L pFv 125%~ - il T : cal = N @ E
Maln TOOIbar View Zoom Insert Table Chart Text Shape Meadia Ceomment Share Tips Format Deocument
1 2 3 4 [ 6 T Text
Rulers —> =+ -
Body* Ml Vet |
. . . " Style Layeut Mare
| am certain that my fellow Americans expect that on my induction
into the Presidency | will address them with a candor and a decision which -
on
the present situation of our people impel. This is preeminently the time to Eiatoeh B
elvetica
speak the truth, the whole truth, frankly and boldly. Nor need we shrink Faguiir B [ ot
pt|[S
from honestly facing conditions in our country today. This great Nation will P S &
endure as it has endured, will revive and will prosper. So, first of all, let me
WO rkS pace > ! PIOEP ! ! Character Styles None v
assert my firm belief that the only thing we have to fear is fear itself—
nameless, unreasoning, unjustified terror which paralyzes needed efforts to Alignment
convert retreat into advance. In every dark hour of our national life a = = =
. . . " =»
leadership of frankness and vigor has met with that understanding and
support of the people themselves which is essential to victory. | am
convinced that you will again give that support to leadership in these critical o i ﬁ
days.
» Bullets & Lists None M
Text Text Text
Body v Body o | | ooy . Format
<~
Inspector
Style Layout More Style Kt Style Layout m
Font v/ o Pl Pagination & Breaks
. S Keep lines on same page
Hgtica - u : Cch‘:; = Qe Keep with next paragraph
Reguiar B el Start paragraph on a new page
B 1 T -j‘ Prevent widow & orphan lines
Character Styles None ® Equal column width T
A — Remove paragraph hyphenation
ignment Remove ligatures
- - - The Inspector pane has
e rsrasnsve | three tabs: Style, Layout,
Same <]
¥ Tabs
and More.
Decimal Character
> Spackg 1.0 - Sngle B Default Spacing 0.5in[%
» Bullets & Lists N P Stops Alignment Leader
ol 0.5in Left £ Nene &
=
¥ Borders & Rules
None a
= =H = =
Position Offset
Background Color EZ{
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Pages Project 5: Class Newsletter

Using the Classic Newsletter template, replace the image with one of your own then replace
the text, utilizing original articles, stories, ideas, etc..

Make sure to save the document to submit at a later time. Name the document with your
name and ‘Pages Project 5’

NEWSLETTER

Classic Newsletter

Journal Newsletter

Needham Elementary School

May 5th, 2015

TODAY'S NEWS

The Mountains | The Valley | The River

ow Days

Due to the snow days last
week, Durange Senior High
School's production of The
Magic Lamp of Aladdin has
been rescheduled for Friday,
May 23 and Saturday, May 24,
2015 at 7:00 p.m. Previously
purchased tickets will be
honored at either
performance. Tickets are 35 for
general admission and are
available at the door or the
box office.

Music Program

Music is part of every child's
school experience. The
preschool children come to
the specialist music class one
or two times a week and sing
once a week with the entire
preschoal. They work and play
with their voices, bodies and
simple props (scarves, paper
plates, puppets, toys and
percussion instrurmnents),
develop a vocabulary of
movement and engage their
fantasy life through
improvisation, story and
drama.

Durango Colorado

Math Wizards

The Needham children are math wizards! The Common Core
Standards ensure that they internalize the foundational skills
necessary to become accomplished mathematicians, The units of
study go deep and are thorough. The royal children will explore
and discover how the mathematical concepts they are taught
connect to real life connections.

Students are eligible for the 2015 Math Camp if they are in sth or
6th grade during the 2014-2015 school year. Our students typically
come from Needham, but any student living in Durango may
attend.

Il )
a ! ! a ;.l“
A i
1
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Pages Project 6: Collaborative Student Blog & Comments

Open the course companion website at: www.icloud.steveyoungfpu.net and under the
Coursework section, Shared Projects, open the Student Blog. Start a new paragraph, begin-
ning with your first and last name. Briefly describe your experience thus far in the course.
You may respond to other students’ comments, as well as making your own observations and
suggestions. This document will be saved and shared with others in the course. Please do not
delete anyone else’s writing. Please do not delete the document from your library. See page
7 of this workbook for instructions on opening the ‘Shared Projects’ page.

Student Blog

Steve Young

» If you are looking at this Pages document, congratulations!

» In Bullet format, write a few thoughts, ideas, suggestions, reflections, ete. as to using iCloud
/ iWorks in your work environment.

» Place the cursor after the end of the last sentence (you may need to scroll down) and press
Return a few times to space down at least two lines (the bullets will not appear on blank
lines).

» Type your name and press return two times for spacing. Choose ‘Bullet Big’ from the Bullets
& Lists menu and then type in vour narrative. Press Return to begin a new thought - a bullet
will appear before the text.

b Bullets & Lists Bullet Big b

Tom Fox

* Try moving the blue image above - note that when it is dragged over text, the letters move
out of the way to make room for the image. This is called Text Wrap - a way to keep an
image from covering text. Please put the image back in the white space above this
paragraph.

» So far this course is progressing very well - I love the idea of student working on a common
document from class, home or even on the bus with their phone!
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The Numbers User Interface - iCloud (web-based)

The user interface of Numbers for OSX and iCloud are similar enough to allow for the easy
transfer of technique from one app to another. The major difference is the lack of a menu bar,
necessitating the omission of certain features.

Browser Bar

—p 00 @ ] & Apple Inc. www.icloud.com/numbers/AwBUCAESEDBLad & th (] [+ ]

iTunesU iCloud Google ACL Wikipedia News v

iGloud Simple Chart -+

Main Toolbar . i B ad T O &

A B c D | !>: :
@ Red @ Green © Blue
Table 1 |

[

2 |Red 1

=3 B | Headers & Footer

3 |Green 9 EEREERIEEER

4 |Blue 14 .
- = Table Font Size Lo | A

5 | Total 34

[_] Alternating Row Color | |

Workspace — |

Table Options
@ Name |Table 1

Grid Lines

A

Format

/ Inspector

The Inspector pane has four tabs: Table, Text, Cell, and Arrange

Table Cell

Data Format
v Automatic
Number
Currency
Percentage
Date and Time
Fraction
Scientific
Text
Checkbox
Star Rating
Slider
Stepper

Data

Arrange

Table Cell Data Arrange

I!| ns |

Back Front Backward Forward

2apl(3) [ 1epl3)
X Y

Position

Table Gell Data Arrd Table Cell Data Arrange
Font
I i | Helvetica o

| Regular e

‘ ' ’::;: [ s = u =

15pt][;) (NI

Headers & Footer

|E 1 3|([mE 1 §]|D= 0 3 Alignment
[ = = = w

Table Font Size |u [ = ry n

[ Alternating Row Color | ™ Wrap Text in Cel

Table Options |_| Fill

™ Name  [Taplet |

Grid Lines
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Charts and Graphs

There are many adjustments that can be made with charts and graphs. With Pie graphs,
clicking (or tap-hold in iOS) allows for the dragging of each section of the graph. Text can
be enlarged or the font changed. Values can be adjusted (ie rounding to the nearest whole
number). Labels can be moved or hidden. In the illustration below, the values were set as a
percentage, moved outside the slices, labeled and separated.

OSX /iCloud

Chart Wedges Arrange

2909
I

Chart Options

(L] Title:

™ Legend (] Hidden Data
Border
Chart Font & Text Size
| Helvetica *|
| Regular M | i0S
Gt Iyye chart — T IniOS, with the chart selected, tap the Jg’h button
(2D Ple to show the chart selector. Tap the ‘Chart Optons’
Value Labels button to show the formatting options.
|_| Data Point Names
[E] Values
{ Chart  Chart Options
Value Data Format
(Percentage 5 Chart Title off

Decimals: ol(f) (00 3] Legend C

[E] Thousands Separator
Show Hidden Data

Prefix Suffix
Chart Font Helvetica
Smaller Larger
Using the ‘Chart Type’ control, you can change Value Labels Inside

the type of chart displayed. If you started with a
Pie Graph, changing to a bar graph is another
way to visualize the same data.

Number Format

Chart Type 2D Pie
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The Keynote User Interface - iOS

Keynote for iOS, designed for a purely tap and touch interface, is a bit different. Because of
a smaller screen size (particularly on an iPhone and iPod Touch), most options are hidden
from view until needed or called for. Five basic buttons (Change, Add, Export, Tools and Play)
provide access to adjustment controls.

Change / Add / Export / Tools / Play
\>\>\ v &

T|t|e Bar Presentations State Report

Colorado

THE FLAG OF THE STATE
: OF COLORADO
Slide Navigator CONSISTS OF THREE
s HORIZONTAL STRIPES OF
EQUALWIDTH: THE TOP
AND BOTTOM STRIPES
ARE BLUE, AND THE
Workspace MIDDLE STRIPE WHITE. ON
£ TGP OF THESE STRIPES
SITS A CIRCULAR RED "C",
FILLED WITH A GOLDEN
DISK.

Add Slide

Transitions are adjusted with As with Pages and Numbers, tapping on text
a pop up menu in the Slide :.:E% or an image and then tapping the Change icon
Navigator pane. opens the Inspector pane.

Text ‘ Arrange I

64 pt Gill Sans
Transitions
B ! y 5
= = =
Binds TITLE |

Clothesline ‘ —l—l—l— |_E Al_T = =
Color Planes | ——
Subtitle

Body Style Options
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Using Templates

As with Pages and Numbers, Keynote offers a range of templates in a variety of formats and
styles. These templates each have a dozen permutations (photo and text, photo only, bullet
list, etc.), which are used within a presentation. By using a template, you ensure that the col-
ors, fonts, and general layout of the presentation are all thematically compatible. This makes
for a more polished, professional looking presentation.

Note that the templates are available in both standard (4:3) and widescreen (16:9) format.

Standard Wide

-
MY PRESENTATIO

My Presentation My Presentation

White Gradient Photo Essay

My Presentation 1Y PP MY PRESENTATION
i SR DONEC GUIS NUNC

My Presentation

Classic Slate Cream Paper Artisan

Standard Wide

MY_PRESENTATION
- y
o S

My Presentation My Presentation My Presentation

White Gradient Photo Essay

>
- - —
My P MY PRESENTATION
! Do 05k
Classic Slate Cream Paper Artisan

Format Animate Document

Theme

In OSX Keynote, there is the e Cream Paper
option of changing the theme Change Theme
(template type) afteronehas |

been chosen. Slideshow Settings

Automatically play upon open

Loop slideshow

Press 'Esc’ key to exit

Restart show if idle for
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